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City of Martinsville WebMail is a feature rich and user-friendly 
solution that provides all the tools you need to centralize city’s 
operations on the web. WebMail allows you to setup a turn-key 
solution including WebMail, Address Book, Calendar, Tasks, 
Journal/Diary, Discussion Forums, Notes, Bookmarks, File 
Storage, Photo Album, Instant Messaging and much more.  If you 
can access the internet, you can access your Webmail.  
Guest User 
External Mail 
Add multiple addresses while sending E-Mail 

Create a List 
Forward of all your E-mail to another E-mail Address 
Empty Trash by Default 
Set Default Time Zone 
How do I report Spam? 
Mark e-mails as “unread” 
Export your contacts from Outlook to Webmail 
Custom Rules /Filters 
Add a Signature to your e-mail 
Change E-mail account passwords 
Change Display Settings 

 

**READ FIRST- ACTION NEEDED- 
 Access your webmail by opening  WWW.MARTINSVILLE.IN.GOV  

 Click  on the  CITY EMPLOYEES LINK  
 First time you access your email: 

o Enter your email address as the user name 
o The password will be:       Mart1nsville        (That is a capital M and the number one for the first i) 
o Please go directly to Configuration (Step 1 below) and change your password. 
o Click on Password (Step 2)  to select Password 
o Change your password and confirm.  Like all passwords, keep it confidential. 
o Next, click on Configuration again. 
o Click Options (Personal Details) 
o Fill in your personal information(Step 4)  . 
o Feel free to browse around in the configuration to setup other personal preferences. 
o If you experience problems, please contact Carol Messmer via phone 765-342-2861 or email at 

secretary@martinsville.in.gov  
 Outlook contacts- If you use Outlook and need to move your contacts into your webmail, see tech note “Transferring 

Contacts” 
STEP 4 

 

 
 
 
 
 
 

 

http://www.martinsville.in.gov/
http://www.martinsville.in.gov/employees.htm
mailto:secretary@martinsville.in.gov
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Additional Email Information 
 Definitions 

 

WebMail 

A fully-featured web-based e-mail client that allows you to access your mailboxes from anywhere in the world.  

    

 

Address Book  

Easily create and manage your contacts. Use the import feature to import your existing address book from 

other Email clients.  

    

 

Calendar 

A Powerful web-based calendar application, allows you to manage event scheduling, tasks, journals/diary, 

discussion forums, bookmarks and notes. Use the collaboration features for calendar sharing, and meeting 

invitations. 

    

 

Tasks 

Complete task management including task assignments, group tasks, response tracking and status reports. 
    

 

Journal 

Keeps track of a wide variety of information and events such as phone calls and meetings. A timer function is 

also included to track time spent for billing purpose. 
    

 

Notes 

Useful web-based notepad with multiple views and color codes.  
    

 

Bookmarks 

Store your bookmarks on a centralized location which can be accessed by multiple browsers, anywhere in the 

world.  
    

 

Discussion Forums  

Create group and global discussion forums to discuss issues with your guest users. The Discussion forum 

section includes advanced message editing and searching features. 
    

 

File Storage 

A web-based file storage application allowing you to store and share files securely, quickly and simultaneously 

via the web.  
    

 

Photo Album  

The photo album software that allows you to create and share online digital photo albums and thumbnail 

galleries quickly and easily. With the Photo Album, you can easily create and maintain albums of photos via an 

intuitive interface. It includes automatic thumbnail creation, image resizing, ordering, captioning, searching and 

more.  
    

 

Instant Messenger 

Instant messaging allows you and your guests to have real-time conversations, and the ability to send files. 

You can access instant messenger using any JavaScript enabled browser such as IE4.0+, NS4.7+ or Mozilla 

1.0+.  
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CREATE FILTERS 
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Create a List 
This option is used to create a distribution list or group list if you send e-mails frequently to a list of people. Here are the steps to 
create a list which is different from the previous e-mail. 
STEP 1 
Click the “Address Book” link 
STEP 2 
Click the “New List” button 
STEP 3 
Enter the “File as” field and the “Quickname” field 
STEP 4 
Choose the contacts you would like to add and click on the “Add to list” 
STEP 5 (optional) 
To add addresses not in your address book click on ”External E-Mail” and click on the “Add to list” 
STEP 6 
Click on “Save” 
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Export Your Outlook Contacts to Webmail 

 
If you move from one email program to the next, you don't want to leave your contacts behind.  Exporting your contacts to a format that most other 
email programs and services can understand is pretty easy.  

Export Your Outlook Contacts to a CSV File 

To save your contacts from Outlook to a CSV file:  

 Select File | Import and Export... from the menu.  

 Make sure Export to a file is highlighted.  

 Click Next >.  

 Now make sure Comma Separated Values (Windows) is selected.  

 Click Next > again.  

 Highlight the Contacts folder.  

 Click Next >.  

 Use the Browse... button to specify a location and file name for the exported contacts. Something 

like "Outlook.csv" or "ol-contacts.csv" on your Desktop should work fine.  

 Click Next > (once more).  

 Now click Finish.  

You can now import your Outlook contacts into webmail. 

How To Import Contact Information Into The Web Mail Address Book 

 

To import your contact information from Outlook: 

1. Log in to Web Mail 

2. Click on the Address Book button in the left navigation bar 

3. Click on the Import button at the top of the page  

4. In the Select source format section, select the radio button next to the file type you wish to import, click on 

the Continue button then follow the steps below for the format you’ve 

chosen: 

 

Select Outlook 2000 or Outlook XP 

-Specify the file you want to import  

-Click on the Browse button, which will open up a navigation window 

with your computer’s files, locate the file you want to import, select it, 

and then click on the Open button. The selected file name will appear 

in the File name text box 

-Click on the Import button  
 
Note: Please remember that your contacts are included in your e-mailbox storage usage. 

Therefore if you imported a significant number of contacts into Web Mail, you should check 
your storage usage to ensure that you aren’t close to exceeding your e-mailbox storage 
allocation 

Top 

 

http://customersupport.networksolutions.com/article.php?id=37

